
**Subject: Important Announcement: PBX System Upgrade** 

Dear [Team/Staff/Employees], 

We are excited to inform you about an important upgrade to our PBX 

(Private Branch Exchange) system scheduled for [Date] at [Time]. This 

upgrade is aimed at enhancing our communication capabilities and 

improving overall efficiency. 

**Key Details:** 

- **Upgrade Start Date:** [Date] 

- **Upgrade Time:** [Time] to [Estimated Completion Time] 

- **Expected Downtime:** [Specify duration, if applicable] 

**What to Expect:** 

- Improved call quality and features 

- Enhanced user interface 

- New functionalities such as [list any new features] 

**Action Required:** 

Please ensure that you save any important work and log out of the phone 

system before the upgrade begins. We appreciate your understanding and 

cooperation during this time. 

**Support:** 

If you experience any issues after the upgrade, please contact the IT 

department at [IT Support Contact Information] for assistance. 

Thank you for your attention, and we look forward to providing you with 

an even better communication experience! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


